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Records Retention Schedule

Automated Facsimile of SLR-105 __ ORIGINAL SUBMISSION
2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH — RECERTIFICATION
REPLACEMENT PAGE
4. Records Series 5. Agency o 7. RETENTION PERIOD 8. 9. 10. 1L —
Item # Item # 6. Records Series Title Agency Storage  Total Sec Arch  Med Vital 12. Remarks — ADDENDUM PAGE
824B - BUREAU OF FOOD & DRUG SAFETY-FINANCE
1.1.004 5066 BIENNIAL BUDGET - LEGISLATIVE AC+6 AC+6 (o] A (o] PAPER & ELECTRONIC
APPROPRIATIONS REQUESTS
1.1.007 2617 ADMINISTRATIVE CORRESPONDENCE 3 3 (o] R (o] X PAPER, ELECTRONIC
1.1.008 2620 CORRESPONDENCE, GENERAL 1 1 (o] (o] PAPER, ELECTRONIC
1.1.010 2621 GENERAL OFFICE PROCEDURES/DIRECTIVES US+1 US+1 (o] P
1.1.011 2622 CHANGES TO REGULATIONS, US+3 US+3 (o] A P X
POLICY/PROCEDURES-EXECUTIVE ORDERS
1.1.020 5153 OPEN RECORDS REQUESTS - APPROVED AC+1 AC+1 (o] (o] AC=DATE REQUEST IS FULFILLED; PAPER,
ELECTRONIC
1.1.021 1014 OPEN RECORDS REQUESTS - DENIED AC+2 AC+2 (o] (o] AC=DATE OF DENIAL OF REQUEST; PAPER,
ELECTRONIC
1.1.023 2623 ORGANIZATION CHARTS us us (o] A P
1.1.025 5000 RULES, REGULATIONS, POLICIES & US+3 US+3 (o] R P X
PROCEDURES
1.1.027 2625 LEGISLATION/FISCAL NOTES AV AV (o] P
1.1.057 2626 TRANSITORY INFORMATION AC AC (o] (o] PAPER, ELECTRONIC
1.1.064 2611 PERFORMANCE MEASURES DOCUMENTATION FE+3 FE+3 (o] (o] X PAPER, ELECTRONIC
1.1.065 2631 REPORTS, STUDIES & SURVEYS FOR NON- AV AV (o] P
FISCAL REPORTS
1.1.068 2635 REPORTS: PERFORMANCE & FUNDS AC+6 AC+6 (o] P
MANAGEMENT, PERFORMANCE MEASURES
1.1.069 2637 ACTIVITY OR WORKLOAD MONITORING 1 1 (o] P
1.2.012 2638 RECORDS INVENTORY WORKSHEETS us us (o] P
3.1.013 2640 EMPLOYMENT CONTRACTS - TEMPS AC+4 AC+4 (o] P X
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
*o- AII. Audit Requirements CE - Qalendar Year End P- Pa_per . A- Tran_sfeT to State O - Ope_n Repord Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)

AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)
Valuable US - Until Superseded
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Records Retention Schedule
Automated Facsimile of SLR-105 ___ ORIGINAL SUBMISSION
2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH — RECERTIFICATION
4. Records Series 5. Agency o 7. RETENTION PERIOD 8& 9 100 1L — REPLACEMENT PAGE
ltem # Item # 6. Records Series Title Agency Total Sec Arch Med Vital  12. Remarks — ADDENDUM PAGE
824B - BUREAU OF FOOD & DRUG SAFETY-FINANCE
3.2 2612 PAYROLL WARRANT LISTINGS 1 1 o P
3.3 2642 TRAINING SUPPORT DOCUMENTATION AC+2 AC+2 o P
3.3.023 2643 TRAVEL AUTHORIZATION REQUESTS FE+3 FE+3 o P
3.3.026 5404 STAFFING REPORTS US+3 US+3 o o PAPER, ELECTRONIC
3.4.004 2644 OVERTIME AUTHORIZATIONS 2 2 o P
4.1.004 2645 ENCUMBRANCE DETAIL FE+3 FE+3 o P
4.2.004 2646 ENCUMBRANCE VOUCHERS FE+3 FE+3 o P
4.3.002 2647 RECEIPTS, JOURNALS, OR REGISTERS FE+3 FE+3 o P
4.4.002 2649 ACCOUNTS RECEIVABLE - OVERTIME FE+3 FE+3 o P X
4.5.001 2650 WORKSHEETS FOR PREPARING FISCAL FE+3 FE+3 o P
REPORTS
4.5.002 2614 INTERNAL FISCAL MANAGEMENT REPORTS FE+3 FE+3 o P
4.5.006 2652 ANNUAL OPERATING BUDGETS FE+3 FE+3 o P
4.6.001 2653 MONTHLY BALANCING RECORDS FE+3 FE+3 o P
4.6.002 2654 RECONCILIATIONS FE+3 FE+3 o P
4.7.001 2657 ACCOUNTING POLICIES & PROCEDURE US+3 US+3 o P X
MANUALS
4.7.002 2615 BANK STATEMENTS (PROCARD STATEMENTS)  FE+3 FE+3 o P
5.1.001 2660 FEDERAL GRANTS/CONTRACTS AC+4 AC+4 o o X PAPER, ELECTRONIC
5.1.001 2661 CONTRACTS (LABORATORY/OTHERS) AC+4 AC+4 o o X PAPER, ELECTRONIC
5.1.003 378 DELIVERY REPORTS 2 2 o P

RETENTION CODES (Field 7)

* - All Audit Requirements CE - Calendar Year End P - Paper
Will Be Met FE - Fiscal Year End M - Microfilm
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out
Completed, Expired, Settled MO - Months E - Electronic
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)
Valuable US - Until Superseded

MEDIUM CODES (Field 10)

ARCHIVAL CODES (Field 9)

A - Transfer to State
| - Retain in Agency
R - Review by State

O - Other (Specify in Field 12)

SECURITY CODES (Field 8)

O - Open Record
C- Confidential

VITAL CODES (Field 11)

Indicate with an X
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___ ORIGINAL SUBMISSION

2. AGENCY CODE: 501 3. AGENCY: TEXAS DEPARTMENT OF HEALTH — RECERTIFICATION
REPLACEMENT PAGE
4. Records Series 5. Agency o 7. RETENTION PERIOD 8. 9. 11. —
Item # Item # 6. Records Series Title Agency Storage  Total Sec  Arch Vital 12. Remarks — ADDENDUM PAGE
824B - BUREAU OF FOOD & DRUG SAFETY-FINANCE
5.1.007 2663 REQUISITIONS FOR IN-AGENCY COPY & AV AV (o]
PRINTING SERVICES
5.1.015 2664 LOGS FOR CORRESPONDENCE/PACKAGES 1 1 (o]
(FROM U.S. POSTAL SERVICE OR PRIVATE
CARRIERS)
5.2.008 2666 EQUIPMENT HISTORY FILE; EQUIPMENT LA+3 LA+3 (o] PAPER, ELECTRONIC; CONTRACTS & AGREEMENTS
SERVICE AGREEMENTS
5.2.010 2669 EQUIPMENT MANUALS LA LA (o]
5.2.019 2672 SERVICE ORDERS - COMPLETED BY SERVICE 1 1 (o] PAPER, ELECTRONIC
PERSON FOR INSTALLATION OR REPAIR
5.2.025 2673 EQUIPMENT SPECIFICATIONS (PURCHASING AC+2 AC+2 (o]
DOCUMENTATION)
5.2.027 2674 SPACE UTILIZATION REPORTS AV AV (o]
53 2675 PROCUREMENT CARD PURCHASES FE+4 FE+4 (o]
SUPPORTING DOCUMENTATION
5.3.002 2676 FREIGHT BILLS PAID FE+3 FE+3 (o]
5.3.003 2677 FREIGHT CLAIMS AC+2 AC+2 (o] AC=RESOLUTION OF CLAIM
5.3.005 2616 PACKING SLIPS AV AV (o]
5.3.007 2679 BID/PURCHASING DOCUMENTATION FE+3 FE+3 (o]
5.3.008 2680 PURCHASING LOGS FE+3 FE+3 (o]
5.5.001 2682 BILLING DETAIL - TELECOMMUNICATIONS FE+3 FE+3 (o]
(OTHER THAN TEX-AN)
5.5.002 2684 FAX LOGS/LONG DISTANCE LOGS AV AV (o]
5.5.007 2685 DISPUTED CALL DOCUMENTATION FE+3 FE+3 (o]
RETENTION CODES (Field 7) MEDIUM CODES (Field 10) ARCHIVAL CODES (Field 9) SECURITY CODES (Field 8) VITAL CODES (Field 11)
*o- AII. Audit Requirements CE - Qalendar Year End P- Pa_per . A- Tran_sfeT to State O - Ope_n Repord Indicate with an X
Will Be Met FE - Fiscal Year End M - Microfilm | - Retain in Agency C- Confidential
AC - After Closed, Terminated, LA - Life of Asset C - Computer Print-Out R - Review by State
Completed, Expired, Settled MO - Months E - Electronic O - Other (Specify in Field 12)
AV - As Long As Administratively PM - Permanent O - Other (Specify in Field 12)
Valuable US - Until Superseded



